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I.  xxiMDOcnai 


What  Is  AIMS? 

A116  Is  offered  as  your  Infbnsatlon  stora^  aad  retrieval  systea.  The  aeronya 
AIMS  staxids  for  Applied  Infoxaation  NaaafSBMmt  Systea,  a  aore  accurate  nsae 
than  inforaation  retrieval  hecause  it  asvhasises  application  and  the  broader 
approach  of  infOiaation  aaaagsaent.  You  now  have  nev  routes  of  access  and 
visibility  into  your  personal  store  of  inforaation.  Your  aoet  laportant 
working  tools  need  no  longer  be  buried^  forgotten  or  lost  in  your  files  aad 
you  can  vastly  sioplify  your  filing. 

You  need  no  special  background  to  use  AIM.  You  do  not  rmpiire  technical  or 
professional  knowledge  of  the  inforaation  you  cure  managing.  Administrators 
and  technologists  take  advantage  of  this  to  delegate  even  the  aiodest  tasks  of 
indexing  and  to  exercise  checking  only  through  actual  retrieval  use. 

AINB  provides  you  with  special  indexes  to  locate  the  inforaation  you  use  or 
store.  The  stost  Important  is  the  Ferauted  Descriptor  Index,  or  Descriptor 
Index.  The  Mams  Index  ranks  second.  These  two  are  called  Standard  Indexes 
and  you  get  then  periodically.  There  are  others  called  RequMted  Indexes. 

All  are  generated  for  you  on  the  IBN  lUOl  computer.  As  later  phases  of  AOB 
become  operational,  additional  stores  of  information  from  other  groups, 
activities  and  departments  nay  be  made  available  to  you. 

The  most  common  information  handled  by  AINB  consists  of  SDC  documents,  tech- 
nlcca  articles,  manuals  and  catalogs,  correspondence,  and  the  standard  office 
files.  Uses  for  AINB  are  limited  only  by  your  ingenuity.  A  few  unusucJi 
cq>pllcatlons  now  in  process  are:  a  directory  of  transistor  characteristics, 
and  Engineering  Department  directory  of  manpower  skills  and  experience,  and  a 
PPG  index  in  depth. 

The  Engineering  Department  operates  AIN3  primarily  for  its  own  use,  but  extends 
this  service  to  a  limited  number  of  Interested  people  to  Insure  that  AINB  will 
neither  develop  too  narrowly  nor  overlook  some  hidden  capability.  You  become 
a  user  when  Msigned  an  originator's  code. 
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Juat  Knoy  thia  and  Start 

Pick  four  words  (or  lessi  but  for  aora  see  "Hov  Many  Daccriptors  to  Usa," 
Saetlon  IIZ)  that  daserlba  a  doeuaant  Important  to  you.  Vrita  ttaaaa  subjaet 
or  kay  words  In  this  Daserlptor  flalds  of  tha  Log  Shaat.  A  saapla  Log  Shaat, 
Figura  1,  Illustrates  tha  aost  rnsanniy  aneountarad  situations.  In  tha  Kaae 
Field  write  tha  author's  naaa  or  coagpany  naaa  and  than  file  tha  doeuaant  under 
that  naae.  Cosiplata  tha  rest  of  the  Log  Shaat  and  aall  It  to  ADB,  Booa  29022. 
You  will  raealva  a  Verification  Listing  about  two  days  later.  Cosvlata, 
updated  Indexes  will  be  sent  to  you  every  two  weeks  on  the  Monday  before  pay¬ 
day.  Than  will  be  no  need  to  retain  any  old  Indexes. 

Questions  dsaonstratlng  doeuaant  ntrlaval  might  be:  Vho  makes  stepper  aotorsT 
or,  vbM,t*e  in  .uS  file  on  Qptlc^  Character  Raadarst  Look  up  any  of  tha  - 

undarltned  words  In  tha  Saapla  Daserlptor  Index,  H^Tgun  2.  (The  second  one  Is 
tricky  but  vary  useful.  Sea  tha  first  two  antrlas  on  tha  Saapla  Log  Sheet,  or 
Defined  Abbnvlatlona,  under  "Fine  Points, ”  Section  III.)  It  doesn't  natter 
which  words  you  look  up  or  In  vbot  order  you  search,  you  feet  the  sane  Infer- 
natlon,  aU  of  It. 

low,  to  ntrleva  infoxmatlon,  let  us  use  the  detailed  Daserlptor  Index  to 
this  document  (Section  VIII).  He  will  ask  a  question  about  using  AIM:  Why 
do  we  put  a  green  check  mark  on  a  document?  Look  up  "green”  or  "check"  in  the 
Index  Field  of  Descriptor  Index. 

The  rest  of  this  nan\ial  only  amplifies  and  eagplains  these  basic  Ideas.  The 
manual's  arrangement  first  gives  you  the  most  frequently  used  tools  and  then 
works  toward  the  fine  points  ^Ich  will  make  more  sense  as  you  gain  experience. 

What  Are  Descriptors? 

Descriptors  are  words  you  use  to  find  the  documents  you  need.  They  ax«  tools 
for  searching.  The  group  of  descriptors  belonging  to  one  document  suanarlses 
and  forms  an  abstract  of  that  document's  content. 

When  you  need  infonaatlon,  think  of  the  words  that  describe  It  and  look  them 
up  In  the  Descriptor  Index.  When  you  find  an  entry  or  line  of  descriptors 
that  satlfles  your  requirements,  the  HANI  will  give  you  the  location  of  the 
physical  document  In  your  file. 
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II.  YOUR  PART  n  AINB 

You  usually  have  two  rolas,  both  builder  and  user. 

Using  ADC 

Using  AIMS  to  find  docueents  is  aleost  intuitively  obvious.  The 
Descriptor  Index  is  seeurched  %rt>en  you  don't  knov  the  author.  Look  in 
the  Index  Field  where  all  descriptors  appear  in  alphabetical  order  re¬ 
gardless  of  hov  they  were  written  originally.  If  you  can't  find  a  useful 
doeueent  under  the  first  word  that  occurs  to  rau,  try:  l)  synonyas, 

2)  specific  words,  3)  aore  general  words  or,  4)  an  associated  subject. 
Read  the  descriptors  in  the  neighborhood  of  a  look-up  hints  eoneemlng 
irtMre  to  look  next.  Hints  ecae  frca  the  subjects,  special  terns,  and 
types  of  docuaents  Indexed.  If  you  know  the  author,  go  directly  to  the 
files  because  you  file  the  docuaents  by  author.  You  still  Bight  look 
first  at  the  Haas  Index  to  check  if  you  have  the  doeuaent  at  all,  or  if 
it  is  kept  in  an  unusual  place.  Often  there  is  enough  infomation  la 
the  Haae  Index  to  spare  you  retrieving  the  original.  One  of  the  aost 
interesting  features  of  the  AINB  indexes  are  the  natural  groupings  that 
foiB  as  your  infonation  base  grows.  Be  alert  to  lus  than  as  search 
tools  and  expand  thsa  as  classifying  lists  with  future  entries. 

Building  ADC 

As  a  builder  of  AIMS,  you  put  infoiaatlon  into  the  system  by  Indexing 
docxunents.  This  process  consists  of  writing  descriptors,  identifiers, 
and  control  Infotaation  on  the  Log  Sheet.  Descriptors  tell  the  subject 
or  document  content.  Your  selection  of  descriptors  autoaatically  builds 
the  main  infOraatlon  structure  for  you,  but,  as  your  Infoxnation  base 
grows,  you  nay  want  to  put  the  systen's  powerful  list  foxalng  and 
classifying  capabilities  to  work. 

Identifiers  such  as  author's  name,  doeuaent  nunber,  and  date  specify 
and  locate  the  document  and  are  entered  in  the  Heme  and  Numerical  fields. 
Control  Information  consists  of  your  Originator's  Code  and  Reguested 
Index  Codes  written  in  the  Classifier  Field.  You  may  reguest  Restricted 
Originator's  Codes  from  the  AIIC  office  for  classified  and  sensitive 
Indexes . 

After  Indexing,  file  the  original  document  ucordlng  to  the  Name  entry 
as  standard  procedure.  Sometimes  you  may  prefer  filing  by  a  descriptor 
that  you  designate  with  the  Special  Symbol  The  original  should  be 

marked  with  a  green^  check  to  show  that  It  has  been  entered.  Send  eau:h 

Green  Is  used  simply  because  It  Is  less  coianon  than  red  or  blue  and  so 
distinguishes  an  AUe  docuioent  better. 
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eoBiplet«d  Log  SlMot  to  th*  AIMS  effie*  m  toon  u  eoaplotod.  laeb  line  of 
your  Log  Slwot  Is  puaebtd  on  an  IM(  card.  To  atoid  alsuadarstaDdiagi  ^  aust 
adhere  to  the  8DC  lettering  standards  as  shoim  la  Figure  4  and  la  7P0  4732/403. 
If  you  prefer  typlag  over  haad  laterriag,  you  aay  tise  the  Log  Sheet  shova  la 
Figure  Line  up  the  Log  Sheet  earafhlly  and  douhle  eheek  the  exact  loettloa 
of  characters  so  the  keypuncher  will  see  clearly  la  what  coIubd  each  character 
Is  to  be  punched. 


Your  Log  Sheet  with  a  Varlflcatloa  Listing  Is  returned  to  you  for  final  cheek, 
but  the  cards  thsaselTSS  are  retained  in  &e  AIM  office.  The  Ferlfleatlca 
Listing  will  not  have  spaces  between  the  fields  as  will  the  ladaaes. 


HI.  TB  SISCRIFTOR  DOBX 

The  Descriptor  Index  Is  the  heart  of  AIM.  Descriptors  are  powerful  infor- 


nation  retrieval  tools  and  these  descriptors  are  pemuted.  The  ecsQuter 
perfoas  the  pezautatlon  for  you.  It  plays  a  sort  of  auslcal  chairs,  re« 
arranging  every  descriptor  written  on  one  line.  Bach  descriptor  has  a  turn 
to  be  first  and  all  are  atalnad: 

Index  Field 
(Always  use 
this  field 
for  look  up) 

Descriptor  2: 

Descriptor  3. 

Descriptor  4 

Weapon  to 

Targst 

Allocation 

Nlnlaisatlon 
(Your  original 
version) 

Target 

Allocation 

Nlninlzatlon 

Weapon  to 

(First  peznutation) 

Allocation 

Nlniadzatlon 

Weapon  to 

Target 

(Second  pezautatlon) 

Minimization 

Weapon  to 

Target 

Allocation 
(Third  peznutation) 

Each  of  the  above  lines  Is  then  oerged  with  all  your  other  lines  and  the 
Index  Field  Is  printed  In  alphabetlcaa  order. 

What  the  Descriptor  Index  Does  for  You 

1.  Enables  you  to  search  effectively,  slnply  and  quickly  by  using  concepts 
and  words  natural  to  you. 
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2.  Bring*  tognthar,  Msociates  and  auggast*  idasa  that  aay  not  hava  oceurrad 
to  you. 

3.  Facilitataa  trovaing  or  rafining  your  aaareh  objaetivaa  and  aathoda  aa  you 
go  along. 

k,  Autoaatieally  providaa  eroaa  mfarencea. 

3.  Claaaifiaa  and  fOxaa  uaaful  groupa  and  liata. 

6.  Oivaa  you  viaibility  into  your  atora  of  iafonaation  froa  aany  anglaa. 

Bov  to  Chooaa  Daacriptora 

A.  Daacriptora  abould  ba  worda  aalactad  frcai  tha  doeiBMat  that  aaawar  thaaa 
Onaationa: 

1.  Vhat  ara  all  the  vorda  I  would  uaa  to  look  up  thia  doevaantt 

2.  Nhat  la  thia  docuaant  aboutt 

3.  What  arc  tha  aubjacta  of  thia  documantt 

4.  Wbat  ara  all  tba  iaportant  concept*  aentionad  or  rafarrad  to  harat 

B.  Since  daacriptora  are  aMrcb  toola>  uae  only  tba  baat.  ScaM  daacrlptor 
cbolcaa  aay  be  eliminated  by  teati^  thma  with  tbaaa  quaationa: 

1.  Would  I  noxawdly  uae  tbla  word  in  aaklng  for  tbia  docuaentt  Bllalnate 
if  "no." 

2.  Doea  the  word  apply  only  to  tbla  docuaant  axtd  a  fav  cloaely  relatad 
ones?  Ellalnate  if  "no." 

3.  Could  this  word  call  for  many  Irrelevant  paper*  aa  wall  aa  the 
feweat  I  intend?  Eliminate  if  "yea.” 

C.  Good  descrlptora  6u:e  one  of  tbeae: 

1.  Name  (not  personal  or  company) 

2.  Idea,  concept,  subject 

3.  Materiel.,  equipment,  device 

4.  Property,  chare^teristlc 
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3.  Proecai,  •etlon,  optratioo 

6.  RttlatloDj  result,  cause 

7.  Location 

B.  Tbe  test  places  to  look  for  descriptors  aret 

1.  Title  (Be  very  selective#  Hot  all  title  words  are  food  descriptors.) 

2.  Abstract 

3.  SuBBary 

k.  Introduction 

3.  RecoBBsndatlons 

6.  Coticluslons 

7.  Hssdings  of  articles  and  parecraptas 

8.  Index 

9.  Table  of  contents 

B.  Use  as  May  descriptors  as  necessary.  Soae  documents  contain  only  one 
topic  of  Interest  to  you  and  one  or  two  descriptors  are  adequate.  Study 
the  Saaple  Raoe  Index,  Figure  2.  Other  docuaents,  containing  details  of 
great  laportance  to  you,  require  many  descriptors,  or  deep  Indexing  as 
Illustrated  by  the  Descriptor  Index  to  this  manual.  Section  VIII.  Use 
your  own  good  Judfsent,  and  if  you  wish,  you  may  always  add  to  or  change 
the  next  edition  of  the  indexes.  A  zou^  rule  of  thumb  Is  four  descriptors 
per  document.  If  more  than  four  descriptors  are  required,  continue  on 
the  next  line  of  the  Log  Sheet.  Make  sure  you  repeat  the  Identification 
of  the  document,  usually  the  Name,  or  Humber,  If  you  have  Included  one. 

You  may  also  find  It  helpful  to  repeat  an  Important  descriptor.  Use  the 
Special  Symbol  +,  ezgplalned  In  Section  VI.  Later,  when  tbe  Index  Is 
used,  tbe  +  tells  you  that  there  eure  other  entries  concerning  this 
document. 

F.  Fine  Points 


Descriptors  usually  are  single  words,  but  often  one  Idea  may  consist  of 
a  group  of  words.  Write  each  key,  or  content,  word  as  a  separate  de¬ 
scriptor  on  tbe  Log  Sheet.  Very  short  words  (of,  for,  is,  sum,  and) 
sometimes  fit  in  the  same  space  with  the  descriptor,  eidd  much  meanl^. 


t 
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F.  Fine  Points  (ContlnuAd) 

and  tie  the  deeeriptore  tofetber.  (See  exeaple,  iBtete  of  the  Art, " 
belov.)  Thie  device  eea  eleo  he^  elialaete  eonfuelon  end  eibblgaity.  For 
Ineteace,  lAet  doee  ‘^ooline  Ueter"  aeent  Two  enevere  ere  given  belov. 


Idee 


Deecriptor  1 


Deecriptor  2 


Atomic  Energy  Atomic  Energy 

Dete  Proceeelng  Dete  Processing 

Stete  of  the  Art  Stete  of  the  Art 

Cooling  Ueter  Cooling  of  Ueter 

Cooling  Ueter  Ueter  for  Cooling 


Uords  eliminated  ee  inefficient  deeeriptore  aey  still  eerry  much  meenlng. 
Urlte  them  as  Cemmen^  by  skipping  the  first  space  as  shown  on  the  Log 
Sheet.  Comments  will  not  appear  in  the  alphabetleed  column  of  the 
Descriptor  Index.  Remember,  however,  that  you  cannot  begin  a  line  with 
a  comment  nor  follow  a  comment  with  a  deecriptor  on  the  eame  line. 


If  you  must  use  a  multiple  word  descriptor  very  often,  it  might  be  con* 
venient  to  use  a  Defined  Abb^viatlm  for  it.  A  Defined  Abbreviation  is 
set  up  by  writing  in  a  descriptor  field  the  letter  "A"  followed  by  a 
space  ( ^ )  and  a  three  letter  abbreviatiem  of  the  entire  tens.  Then 
enter  each  word  of  the  term  as  a  separate  descriptor.  The  purpose  of  the 
"A^  "  is  to  make  defined  abbreviations  appear  alphabetically  at  the  be¬ 
ginning  of  the  Descriptor  Index  and  to  tell  you,  wherever  you  see  it, 
that  the  three  letters  following  it  are  the  Defined  Abbreviation.  FOr 
exeqple: 

Descriptor  1  Descriptor  2  Descriptor  3  Descriptor  4 

A  OCR  Optical  Character  Reader 

A  lisf£  of  Defined  Abbreviations  will  always  appear  at  the  head  of  your 
Descriptor  Index,  and  looking  up  the  descriptor  will  lead  to  the  abbre¬ 
viation.  Unorthodox  and  undefined  abbreviations  will  be  forgotten  in 
the  course  of  a  few  months.  If  your  indexing  is  used  by  others,  they 
may  not  understand  your  personsd  symbology. 


Be  Careful  of  These 


1.  Spell  Correctly.  Misspelled  words  are  alphabetized  as  spelled  and 
will  be  hard  to  look  up  because  they  appear  out  of  place.  Key- 
punchers  copy  exactly  \rtiat  they  see  and  cannot  tell  the  difference 
between  mistakes  and  coding. 
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2.  Us«  only  Definod  Abtrovlatlons  or  this  Abbrsvlntlon  Rul»»  Drop 
vowsls  froB  tile  and  of  a  word  hut  rotaln  eorrset  spoiilnc  of  at 
Isut  tbs  first  six  letters  to  retain  Its  elptaabetleel  place.  If  the 
ten  Is  still  too  long  to  fit  the  12  character  field,  drop  ccpsonants 
froB  the  end.  Vor  Instance: 

Aeceleroaeter  -  AeeelerosMtr 

I^plenentatlon  -  loplSBentatn 

Don't  Worry  About  These 

1.  No  error  or  alstake  Is  catastrophic.  There  Is  no  single  correct  set 
of  descriptors.  There  are  many  different  sets  of  useful  descriptors. 
If  It  Is  very  difficult  to  choose  betwen  tw>  good  descriptors,  use 
both. 

2.  Hindsight  Is  so  Buch  better  than  foresight  that  «e  receeawnd  It. 
Select  your  descriptors  vlth  reasonable  care  but  don't  spend  un- 
varranted  tlae  on  then.  Daprovneents  seen  later  are  so  siaply  and 
quickly  Bade  that  you  get  the  best  nix  of  quality  and  eeonony  with 
the  trial  and  error,  or  Iterative,  approach. 

3.  A  piece  of  Infonatlon  does  not  have  the  saae  value  or  aesnlng  fOr 
all  people.  In  choosing  descriptors,  take  the  point  of  vlev  of  the 
people  who  possess  and  use  the  Infonatlon:  yourself,  your  super¬ 
visor,  your  iBBMdlate  colleagues.  Don't  try  to  anticipate  every 
far-fetched  question.  A  few  descriptors  chosen  to  npresent  tbs 
Bost  fnquent  need  are  best. 


IV.  THE  ADDITICHIAL  INDBXBS 


What  the  Haae  Index  Does  for  You 

A.  The  Name  Index  will  list  all  entries  with  the  Naae  Field  In  alphabetical 
order.  An  entry  Is  one  line  on  the  Log  Sheet  or  one  line  of  an  Index. 
Naaes  may  be  proper,  persozwl,  or  biulness  naaes,  and  In  unusual  cases 
the  naae  aay  be  a  specifying  nuaber. 

B.  The  Naade  directs  you  to  the  physical  docuaent  which  Is  filed  by  that 
Naae  except  as  e:q)lalned  In  the  Special  Syabol  section. 

C.  The  Naae  Index  Is  used  for  updating  euid  to  Indicate  corrections  and 
deletions.  To  delete,  draw  a  red  line  through  the  entire  entry.  For 
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C>  (Continued) 

minor  eorreetiona  of  •  word  or  two,  write  the  eorreet  infoxmntion  in  red 
iaewdiately  above  and  eroea  out  the  wrong  material.  Vor  more  extensive 
corrections,  cross  out  the  entry  as  for  a  deletion  and  write  the  entire 
entry  anew  on  the  Log  Sheet.  Send  the  Log  Sheets  and  only  the  marksd 
pages  of  the  Name  Index  to  the  AIMS  office  before  the  deadline,  Wednesday 
morning  following  payday.  Use  your  duplicate  Name  Index  until  the 
following  Monday  when  you  will  receive  all  your  new  indexes. 

D.  Maaws  msy  be  associated,  or  permuted,  sisdJmrly  to  descriptors.  Fbr 

example,  svqppose  you  have  a  document  with  two  co-authors,  or  a  letter  from 
Mr.  N.  Hardy  of  the  Rabinow  engineering  Conipany.  (See  Siiqple  Log  Sheet, 
Figure  1.)  In  either  ease,  the  pair  of  names  can  be  written  on  one  line, 
and  both  will  appear  in  the  Name  Field  properly  alj^betised.  Xhls  is 
explained  under  Multiple  Name  and  Correspondence  Indexes,  Seetioa  V. 


V.  THE  REQUMBID  INDBXIS 

Requested  Indexes  break  your  store  into  smaller  and  more  convenient  groupings. 

{  There  are  five  types  of  Reqnested  Indexes:  Comiblned.  Mumerical.  Correspondence. 

««  Multiple  Heme,  and  AssisnabU.  To  get  a  particuiar'ljadex,  write  your  resets 

on  the  Index  Request  him.  Figure  o,  and  send  it  to  the  AIMS  office.  An 
entry  will  be  included  in  a  Reqiuested  Index  whan  you  write  the  Index  Code 
Letter  in  the  Classifier  Field  as  explained  below. 

A.  You  isay  also  request  a  Ccafbined  Index  including  indexes  of  other 
originators,  but  only  idien  they  authorise  the  AIMS  office  in  writing  to 
do  so. 

B.  The  Nxmerical  Index  aurranges  entries  in  numerical  order.  Lists  according 
to  contract,  project,  and  SDC  document  number  are  cosmmn  applications. 
Accession  number  and  date  are  particularly  useful  for  correspondmee  and 
limited-life  material  that  should  be  purged  when  too  old.  If  arranging 
your  documents  numerically  is  not  important  to  you,  you  may  use  the 
Numerical  Field  as  you  please,  for  your  personal  codizig,  ccsmwnts,  or 
references.  You  have  two  choices  in  requesting  the  Nuawrical  IndM,  the 
Standard  and  the  Double  Ntmwrical  Index.  The  Standard  Numerical  Intex 
considers  the  idiole  Nuomrical  field  of  12  characters  as  one  number. 

Request  it  by  writing  A  in  column  ^  of  the  Classifier  Field. 

C.  The  Double  Hiaaerlcal  Index  gives  you  two  separate  and  Indepexident  Indexes 
by  dividing  the  Numer lead  Field  in  half,  with  6  characters  in  each.  You 
will  notice  that  a  heavy  vertical  line  divides  the  Numerical  Field  on  the 
Log  Sheet  to  make  this  convenient.  By  using  this  index,  you  can  arrange 
letters  according  to  both  accession  number  and  date.  Pequest  it  by 
writing  "B"  in  column  ^  of  the  Classifier  Field. 
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Ki>«p  These  In  Mind 

1.  Only  nuBbam  (no  nlj^hnbatienl  etanmetan)  ara  ailovad  In  tbe  rii^t 
half,  (eoluaaa  7$«60)f  of  ttaa  RuMrieal  rialdi 

2.  Alpbabatleal  charaetars  la  tha  laft  balf  of  tha  VuMrleal  flald  will 
ba  sortad  alphabatleally  and  vUl  praoada  nualbara  in  ttaa  mbm  eolpm. 
You  aay  ttalnk  of  lattara  as  saallar  ttaan  dibits.  An  awpTa  listing 
nuiibars  fron  aaall  to  larga  la: 

1 

A  1 
B  1 
%  1 
0  1 
2 

99  A 
99  B 
100 

3<  The  AIM  standard  nay  of  writing  dates  puts  ttaa  last  digit  of  ttaa 
year  first,  then  tbe  aontb  In  two  digits,  and  finally  tao  digits, 
and  finally  two  digits  for  ttaa  day  of  ttaa  aonth.  for  Instanoa, 
September  12,  1962,  la  written  20912> 

U.  SDC  document  numbers  are  written  without  slasbaa  or  ttaa  revision 
number.  You  aay  oailt  tbe  Issue  mabar  If  It  eooalsts  of  all  saros, 
but  leave  ttarae  spaces  for  It.  Tbs  sample  log  Btaeat,  Figure  1,  shows 
an  exasqple. 

D.  Very  often  you  will  Index  docuaents  with  more  ttaan  one  name  as  author,  or 
source.  For  this  use,  the  Correspondence  Index  and  Multiple  Baaa  Index 
are  at  your  disposal.  Suppose  that  Allen  and  Barrar  are  co-authors  of  a 
document  as  Illustrated  on  tbe  Sasq^le  Log  Staaet.  Inter  either  one  In  tbe 
Name  Field  and  the  other  In  the  Descriptor  4  Field  and  enter  the  letter 
"I"  in  column  4  of  the  Classifier  Field.  "I"  Is  the  Multiple  Name  Index 
Code.  Both  names  will  appear  In  proper  order  In  the  Name  Index  with  the 
other  name  In  the  forth  descriptor  column.  They  will  not  be  permuted 
Into  other  descriptor  columns.  Vftaen  using  this  trick,  you  can  only  use 
three  descriptors  on  that  line. 

I.  Correspondence  Is  another  application  requiring  access  through  two  names, 
personal  and  business.  This  Is  shown  on  the  Sample  Log  Sheet  by  the 
letter  from  Nr.  N.  Hardy  of  Rablnow  Engineering.  Both  names  are  entered 
with  the  signal  In  column  4  causing  them  to  appear  In  turn  on  the  Name 
Index.  To  distinguish  correspondence  addressed  to  specific  Individuals 
from  published  docuaents,  write  In  column  4  the  Correspondence  Index 
Code  letters: 
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B.  (ContlmMd) 

I  for  Ineoalng  eorrtapondane*  tram  •xtanal  soure*  (outalte  8DC) 

F  fbr  laeoaias  corratpondno*  froa  Intamal  sourea  (laaida  BDC) 

0  tor  outgoing  corraspradMiea  to  axtamal  addrasaaa 

H  fbr  outgoing  eorraapondaiiea  to  Intamnl  addrataaa 

Vlth  two  naaaa»  how  do  wa  know  wbara  to  fUa  tha  orlglnnlT  Uaa  thaaa 
jrulaa: 

1.  FUa  undar  tha  bualnaaa  naae  ratbar  than  tha  paraonal  naaa. 

2.  W.th  two  paraonal  naaaa,  uaa  tha  flrat  In  alptaabatleal  ordar. 

3<  Tha  apaelal  ayabol  la  alwaya  a  frland  In  naad. 

F.  You~aaar  ehooaa  to  aaparata  your  eataloga,  (C),  fnaa  hooka,  (B),  and  kaap 
doeuMnta,  (O),  In  a  flla  dravar  aaparata  froa  adalnlatratlwa  fUaa,  (A)« 
Tha  AaalgnaM.a  Indax  Codaa  A,  B,  C,  D  eooa  In  handy  hara.  Bntar  thaa  In 
Coluan  47  You  ara  not  raatrlet^  to  tha  praeadlng  anapla,  but  aay  uaa 
thaaa  coda  lattara  In  any  aannar  you  plaaaa. 


VI.  8FBC1AL  BINBOIB 

Special  Syabola  are  fbr  your  convenience  aitd  help.  Whan  they  ara  written  In 
tM  coluBU  dealgnated  on  the  Log  Sheet,  they  will  not  affect  aortlng  or 
order  of  the  Indexea. 

A.  Continuation  -f 

Uae  the  *  algn  when  a  docvawnt  requlrea  more  than  a  one-llne  entry.  You 
encounter  this  altuatlon  when  you  uae  more  than  four  deacrlptors,  or  more 
than  two  names.  Put  the  *  in  the  Special  Symbol  column  of  the  field  that 
la  moat  convenient  to  look  up  and  In  the  field  that  singles  out  only  that 
doc\iment  that  you  Intend.  To  single  out  your  Intention  aay  require  you 
to  use  two  or  more  -f-'s  on  a  line.  Repeat  tenns  marked  *  on  all  contlnxwd 
entries . 

B.  Location  $ 


The  $  sign  tells  you  that  the  original  document  Is  not  stored  according 
to  standard  procedure  which  Is  to  file  by  name  or  Item  appearing  In  the 
Name  Field.  The  item  marked  with  $  gives  the  location.  For  Instance, 
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B .  (Continued) 

Bookshelf  2  $  tells  you  that  the  doeuaent  is  not  in  the  file  eahlnet,  but 
on  bookshelf  nusfber  2« 


Princli 


Descriptor  * 


The  *  Bakes  your  intention  clear  and  elialnates  uncertainties  due  to 
synonyms.  First  write  your  preferred  terns  concludinc  thSB  with  * 
followed  by  the  equivalents  illustrated  below.  Defined  Abbreviations  are 
always  considered  prinelpal  descriptors. 


Descriptor  1 


Descriptor  2 


Document  *  Paper  Report 

(principal  (eqeivalent)  (eqeivalent) 

descriptor) 


VII.  AUTOMATIC  CLAaSIFICASIOM,  USTB,  AS)  CROSS  BBURBOB 

Classifications.  Lists  and  Cross  References  form  autoaatieally  in  the 
Descriptor  Index,  fkis  takes  place  whenewr  you  write  a  descriptor  aore  than 
once  because  all  entries  and  occurrences  of  this  descriptor  appear  tofsther, 
fozmlng  a  list  of  identical  descriptors.  As  laportant  as  this  is,  this 
Descriptor  Index  does  another  clever  trick.  When  there  is  a  list  of  identical 
descriptors  in  tbs  first  fields  the  second  Descriptor  Field  is  arranpad 
alphabetically.  You  can  exploit  this  by  writing  a  Classifying  Descriptor  in 
every  entry  that  is  to  form  a  list.  An  entry  may  be  part  of  several  lists 
simultaneously  by  using  several  Classifying  Descriptors. 

A  most  convenient  foxm  of  the  Classifying  Descriptor  is  the  Defined  Abbreviation. 
It  saves  much  writing  and  is  easily  recognised  on  look-up.  The  exaaple  below 
will  show  that  you  need  not  be  terrified  by  the  co^pllcated  names.  You  will 
find  more  illustrations  in  the  Sample  Descriptor  Index,  Figure  3>  under  the 
Defined  Abbreviations  for  MOTOR  and  OPTICAL  CHARACTER  READERS. 

Descriptor  1  Descriptor  2  Descriptor  3  Waae 

A  MTR  Motor  — 

(Defined  (Definition) 

Abbreviation) 

MTR  Stepper  —  Olanninl 

(Classifying 

Descriptor) 


HTR  FHP 


Torque 


Inland  Motor 
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Wb«n  lists  grow  lon8>  it  teeoass  worth«hlls  to  break  then  up  vlth  sub* 
clesslflcatlone  such  as  the  FKP  (fractional  horse  pouer)  foUovlng  MTR  In  the 
exsnple  above. 

As  a  last  word,  you  will  learn  a  great  deal  by  earefblly  looking  over  the 
ssople  Indexes.  An  Index  In  depth  of  this  nanual  foxas  Section  VIII.  It  is 
Identified  by  the  originator's  code,  AIN. 
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DESCRIPTOR  INDEX  TO  THIS  MANUAL 


PAGE  NUMBERS  FOLLOW  DESCRIPTORS* 

NUMBERS  IN  NAME  FIELD  INDICATE  ARRANGEMENT  IN  ORDER  OF  CONCEPTS. 


INDEX  FIELD 

DESCRIPTOR 

DESCRIPTOR 

DESCRIPTOR 

NAME 

A  +  12*17 

CONTINUATION 

SPECIAL  SYM 

SYMBOL  17 

27 
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